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ABSTRACT 

This document was developed as part of a Research end 
Innovation Project by a Department of Defense Dependents School 
(DoDDS) Media Task Group in West Germany. Designed to provide a ready 
reference for noncertified personnel working in small school media 
centers, the monthly calendars (August through June) are intended to 
encourage an active program using books, media, and equipment. For 
each mont'r suggestions are provided in the following areas: Dazzling 
Dates and Displays, Storytelling, Equipment, and Skills. For the 
first quarter, outlines of housekeeping duties, equipment 
accountability, and scheduling are also provided. The outline for the 
second quarter covers budget allocations, selection of materials, 
ordering of materials, and ordering of film/video. The third quarter 
outline covers budget forecasting and the fourth quarter outline 
covers the annual inventory /md year-end closing activities. 
Recommended resources are listed for each quarter. This calendar is 
designed both to aid in planning and scheduling technical and 
housekeeping tasks, and to serve as a springboard to a wider range of 
activities for student involvement in media. (THC) 
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First Aid for Media Aides 



First Aid for Media Aides was developed as a part uf a Research and 
Innovation Project by a DoDDS-Germany Media Task Group. This calendar 
is designed to be a ready reference for noncertified personnel working 
in small school Media Centers. It is intended to encourage an active 
program using books, media, and equipment. It will aid in planning and 
scheduling technical and housekeeping tasks. These activities are not 
considered comprehensive, but only a springboard to a wider range of 
activities for stuuont involvement in media. 





J. H. BLACKSTEAD 
Director 




DAZZLING DATES AND DISPLAYS 
Special Days: 



- Infiltration 

- lit Day of School 

- Media Canter Orientation 

- 1st Day for Book Check -Out 

Crazf Calibrations: 
Sweet Day ; 

Activity: Celebrate the first day of school with let graders like 
German gchool do! 
Have students make and decorate paper cones. 
Fill cones with treats or popcorn. 
Don't forget to put in a bookmark, too! 

•Bulletin Board: 

Title: 'Books have Sweet Surprises" 

Display book jackets such as Aldo Applesauce , Al'do Ice 
' Cream . 

Back to School: 






Actl"lty: Have students make book marks. 

Bulletin Beard: 

Title: "Unlock These Dcors to heading" 
Cut out key shapes. 

Highlight various non-fiction sections on each key snd dis- 
play book jackets from selected books. Example: 398.2 - 
Fairy Tales, 629.133 - Airplanes/Rockets, 001.64 
Computers. 



STORYTELLING 
Activity: 
Technique: 



Roudd Robin Story ^«5? JL* 

Read a story to the turning point, then ask the children 
to complete the story with each child in turn siding a 
little more. You m?y have to prompt children by asking 
questions. 

Suggested Stories: The Thief Who Hugged a Moonbeam (Bereon) ; Frog #nd 
Toad are Fr lends (Lobel) . 

EQUIPMENT 

Thermo fax - Supplies available for making dittos and transparencies. 

Plain Paper Copier - Copy from book - reduce, enlarge 

p. 32-34 (Good Apple Guide) Laminator - Have film readily available. 

SKILLS 

Puxary: A. Tour of Media Center to include a lock at the Fasy 

Section, the Circulation Desk, A.V. Sections. Reading 
Centers, etc. 

B. Care of books. 

C. Circulation procedures - check ou: of books, films trips, 
etc . 

D. Introduction to the CaJdecott Award winning books. 

Intermediate: A. Tout of complete Madia Center. 

B. Review of bookcare with emphasis on due data, general 
care, and [ srsonal responsibility of borrowing Media 
Center materials. 

C. Circulation Procedures Review: sac Primary skills infor- 
mation 

D. Introduction to the Newberry Awar<? winning books. 



AUGUST 




Monday 


Tuesday 


Wednesc .iy 


Thursday 


Friday 
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1ST quarter 



NOTE: All page number ■ refer to the MC Handbook 




I. HOUSEKEEPING DUTIES 

A. Shelving bcoki, p. A 

B . Filing catalog card*, p. 39-40 

C. Dewey Decimal System of Classification, 

D. Card Catalog, p. 22-24 

E. Shelf list, p. 34 

F. Cataloging and processing of print and non-print materials, p. 25-34 

G. Circulation aystems, p. 35-38 

H. Alternate circulation method: 

1. Put name of each child on individual book pockets in a file box 
behind teacher's name or attarh to tagboard backing. 

2. Have the student put circulation card into his/her pocVet when 
checking out the book. The circulation card neada not be signed. 

I. Weeding (removal of booka froo the collection), p. 42 
J. Periodical inventory: 

1. Using s copy of the previous yesr's order, develop e ayatem for 
checking each periodical received. This system may be a car J file 
or checklist maintained on a weekly or monthly basis aa each 
periodical is received. 

2. If ordered periodicals are not received by November, contact your 
aupply clerk for further instructions. 



ent of 3" X 5 M cards. 



II. EQUIPMENT #:C0UNTVBT,LITY 

A. Method A: 

1. List each individual type of equipm 

2. Include the following inforaetion: 

- type of equipment 

- brand name and model 

- voltage 

- lamp type and/or needle 

- serial numbera 

- location 

B. Method B: 

1. List all of one type of equipment on one sheet of paper with above 
information, e.g. all cassette players, all record players, etc. 

2. Keep list available for inventory and reference use. 

C. Method C: 

1. Input type of equipment and all other information above into compu- 
ter. 

2. Retrieve information by type, teacher's name, room number, serial 
number . 




III. SCHEDUXINC 

A. Scheduling of the Media Canter requires close cooperation and planning 
among teachera, media staff and administrative ataff. 

B. The interaction between media staCf and classroom teacher promotes a 
more effective school-wids instructional program 

C. Madia Center scheduling should not prscluds free access to the Medie 
Center et ell tines. Studente should be allowed Media Center access as 
needed. 



q TW . REMINDER : FILM ORDERS FOR 2ND QUARTER DUE IN OCTOBER. 
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DAZZLING DATES AND DISPLAYS 



Special Dayi: 5th - Labor Day 

Sth - Be Late For Something Day 

7th - Grandparents' Day 
22n<3 - First Day of Fall 
22nd - American Indian Day 

22nd - Hobbit Day, birthday of Tolkien's characters 

Crary Celebrations: 

Crandparenta' Day ; 

Activity: Have students write a letter to a grandparent. 

Have students draw pictures of grandparents for display 

in Media Center 
Display photos of students with their grandparents or 

photos of grandparents in Media Center. 
Sponsor a grandparent contest: Example: who has. the most 
.grandparents still alive; who has the oldest, youngest; 

whose grandparents live the farthtreat, nearest, etc.; 

who lias the aost generations of grandparents. 
Mark places on a nap where grandparents live. 
Have students record their family tree. 
Display books about grandparents. 

Bulletin Board: 

Title: "Grand People" 
Display a map of where grandparents live with their photo- 
graphs. 

STORYTELLIN G 

Activity: Sound Action Story 

Materials: copy of Library Resource Kit, p. 237 

Technique: As story is told, students respond with a certain action 
(htnd clap, etc.) whenever they hear certain phrases. 

Suggested Stories. "The Runaway Train"; "The Three Littles and The 
Big BaJ M . 

EQUIPMENT 

Type: Overhead projector 

Activity: Use with orientstion or check out procedures, floor pla^, 
etc . 




SKILLS 

Primary: 1. Review and continuation of orientation skills. 

2. Taking books off the shelve* and returning them proper- 
ly while selecting a reacting choice. 

3. Parts of booki: A. front and bacic cover 

B. title page (author, title, publisher, 
illustrator) 

C. spine and spine label 

Intermediate' 1. Sectional introduction of the complete media center. 

2. FJ-tion and non-fiction order. 

3. Parts of a book (see Primary for review and add glossary 
and Index) • 
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SEPTEMBER 



Monday 


iucsday 


Wednesday 


inursaay 


Friday 
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RESOURCES 




HOTE: All <?age numbers rtfer co the KC Handbook 
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I. EOU SEKEEPINC DUTIES 

A. Shelving books, p. 4 

B. Filing catalog cards, p. 39-40 
C Dewey r m\ System of Classification, p 
D. Card Catalog, p. 22-24 
£. Shelf List, p. 34 

F. Cataloging and proctsalng ot print and non-print materials, p. 25-34 

G. Circulation systems, p. 3S-36 

H. Alternate circulation method: 

1. Put name of each child on Individual oook packets In a file box 
behind teacher's name or attach to tagboard _»*<-king. 

?. Have the student put circulation card Into his/her pocket when 
checking out the book. The circulation card needs not be signed. 

I. Weeding (removal of books from the collection), p. 42 
J. Periodical Inventory: 

1. Using a copy of the previous year's order, develop « system for 
checking each periodical received. This system may be a card file 
or checklist maintained on a weekly or monthly basis as each 
periodical Is received. 

2. If ordered periodicals are not received by November* contact your 
aupply clerk for further Instructions. 

II. EQUIPMENT ACCOUNTABILITY 

A. Method A: 

1. List each Individual typ* of equipment of 3" X 5" cards, 

2. Include the following information: 

- type of equipment 

- brand name and model 

- voltage rm . _ 

- If mp type and/or needle J J^**A^J^J 

- serial numbers / «*iXl-*r # § / ""^—^ 

- location 

B. Method B: __ 

1. List all of one type of aqulpment on or* sheet of paper with above 
Information, e.g. all cassette players, all record players, etc. 

2. Peep list available for inventory ard reference use. 

C. Method C: 

1. Input type of equipment and all other information above into compu- 
ter. 

2. Retrieve information by type, teacher's name, room number, serial 
number. 






III. SCHEDULING 

A. Scheduling of the Media Canter requlree close cooperation and planning 
among teachers, media staff and administrative ataff. 

B. The interaction between media ataff and ^Tanroom teacher promotes a 
more effective school-wide instructional program 

C. Media Center scheduling should not preclude free access to the Media 
Cancer at all tlmee. Students should be allowed hedia Center access as 
needed. 



REMINDER: FILM ORDERS FOR 2ND QUARTER DUE IN OCTOBER. 
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DAZZLING DATES AND DISPLAYS 

Special Days: 1st VK - Fire Prevention Week 
12th - Columbus Day 
15th * World Poetry Day 
3rd VK - National Popcorn Week 
24th - United Nations Day 
31st - Halloween 

Craiy Celebration^: ^ \ ^ 

National Popcorn Wee k: (SBfcSSZl 

Activity: Share Tomie DePaola's Popcorn tfc^ ,3 f -' m ' ~ 
Book while students eat popcorn. * 
Display popcorn recipes or make a popcorn recipe book by 
collecting recipes from atudents and staff. 

Bulletin Board: 

Title: M Poppin Fresh" 

Th* Popcorn Book lo enlarge pictures showing why pop- 
corn pops or the legend of why popcorn pops. 

World Poetry Day : 

Activity: Display poetry books. 

Record students reading their favorite Halloween poem or 

a poem they've written. 
Place these recordings in the center for other s to enjoy. 

Bulletin Board: 

Title: "Boo-tiful Poetry" 
Display atudent Halloween poems. 

STORYTELLIN G 

Activity: Primary - Halloween poems 

Materials: Use Ed Enberley's The ^reat Thimbprlnt Book . 

Technique: Prepare thumbprints on overhead ahead of time - add lines 
to make drawings. 
Project Along with Halloween poems and read aloud. 

Suggested Stories: In the Witch's Kitchen (Brewton) ; The Gobble-Una' ll 
Git You Ef You Don't Watch Out (Riley) . 





OCTOBER 




EQUIPMENT 



Dukane Filmstrips Viewer/Projector 
Use with holiday learning center. 



view and project . 



SKILLS 



Primary: 



Intermediate: 



1. Introducting I-Can Read-Books. 

2. Subject matter books; such as animal-alphabet books, etc. 

3. Subject books not located in the Easy Book Section, yet 
easy to read. 

1. Card Catalog Skills: a. Author, b. Title, and c. Subject. 

2. Dewey Decimal System. 

3. Poetry - reading and introduction of poetry. 



Monday 
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Tuesday 



Wednesday 



Thursday 



Friday 




NOTE: All page numbera refei Co the MC Handbook. 



I. HOUSEKEEPING DUTIES 

A. Shelving booka, p. 4 

B. Filing catalog carda, p. 39-40 

C. Dewe/ Decimal System of Classification, p. 21 

D. Card Catalog, p. 22-24 

E. Shelf List, p. 34 

F. Cataloging and procaaalng of print and non-print matsrials, p, 25-34 

G. Circulation eyetems, p. 35-38 

H. Alternate circulation method: 

1. Pvt name of eech child on Individual book pockata In a file box 
behind teacher' I name or attach to tagboard backing. 

2. Have the etudent put circulation card Into hie/her pocket when 
checking out the book. The cliculatlon card ne*de not be aigned. 

I. Weeding (removal of booka from the collection), p. 42 
J. Periodical Inventory: 

1. Uelng e copy of the pievioue yaer'e order, develop a eyetem for 
checking each periodical received. Thia eyecem ray be a cerd file 
or checkliet aalntainsd on a weekly or monthly basis as ssch 
periodicsl Is received. 

2. If ordered perlodicels srs not received by November, contect your 
supply clerk for further instructions . 

II. EQUIPMENT ACCOUNTABILITY 

A. Method A: 

1. List each Individual type of equipment of -V X 5" cards. 

2. Include the following information; 

- type of equipment 

- brand name and model 

- voltage 

- lamp type s r »- or needle 

- aeri.%1 numbers 

- locstion 

B. Method B: 

1. Liet ell of one type of equipment »n one eheet of paper with above 
Information, e.g. ell ceesette plsysrs, all record pleyere, etc. 

2. Keep liet eveilabla for Inventory end reference uee. 

C. Method C: 

1. Input type of equipment and ell other Information ebove Into compu- 
ter. 

2. Retrieve Information ty type, teacher 1 t name, room number, eeriel 

number. 

III. SCHEDULING 

A. Scheduling of the Madia Canter raqulree cloae cooparetlon end planning 
among teechere, media ateff and admlnletretlve ataff. 

B. The interectlon between media ateff end cleeeroom teecher promo tee e 
more affective echool-wlde Inatructlonel program 

C Medie Center scheduling ahould not preclude free ecceee to the Medle 
Center at all tinea. Studente ahould be allow, d Media Canter ecceee ee 
needed. 
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RESOURCES 



S9>J 



Brewton, John E. 

De p eole, Tomie 
Emberley, Ed 

Riley, Jamee V. 




In the Witch' a 
Kitchen 

Popcorn Book 



Harper-Rot/ 



Holiday Drawing 



Great Thumbprint Li t tie 
Book 

The Cobble-Une'll Harper-Row 
Git You Ef You 
Don't Watch Out 




1980 

1978 
19. / 

1975 



BEST COPY AVA!U6U 
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DAZZLING DATES AND DISPLAYS 
Special Days 



1st WK - National Split Pea Soup Week 
11th - Veteran'e Day 
18th - Mickey Mouee'e Birthday 
3rd WK - National Chlldren'e Book Week 
4 th Th - Thanksgiving 



Crazy Celebrations: 

Mickey Mouse's Birthday : 



Activity: Have students sample s mouse 
seeds, sunflower seeds. 
Create s diorama of s fcevorite mow* i etory 
Make mlcs bookmarks 



favorite food: cheese, pucpkin 



trsps. 




Bulletin Board: 

Title: "Trap Your Favorite House 
Display different kinds of souse trap 
Hive students design dlffsrent mouse trsps 
Display different favorite ■out* stories. 

Split Pea Soup We ek: 

Activity; R^'e everyone wear green. v 

Make aplit pea aoup for everyone to tests. ^ J 

Have studente write lcttere on why thsy love or hate r plU 

pea soup. ^iJ- 
Displsy the moet persueslvs letters. 

Bulletin Board: 

Title: "How Do You Feel About Split Pee Soup?" 
Have Uudente deecrlbe how various snlmals feel about apllt 
pea soup. How would your dog relate to apllt pee eoup? 
Display students' idsaa. 

STORYTELLING 

Activity: Puppets 

Technique: 1) Stick puppets: noun I s picture on cardboard and laminate- 
Glue popsicle etlck to the cardboard figure ao that it 
can ba held. 

2) Paper beg puppet: use small lunch bage. The folded bot- 
tom beconee the fece. Drew features, then Insert hand 
into the beg. Manipulate flep (which le puppet mouth) 
with hand. 

3) Stocking puppet: eew button syes, yern for south end 
hair, etc., to toe parte of the eock. Insert hand into 
eock. Thumb manipulate heel of eock which le puppet' e 
mouth. 

Suggested Sourcee: The Very Hungvy Caterpillar ; George and Martha ; 

Frog and Tosd ; Frog prince ; The Bremen Town j hialclana . 




ECOIPMENT 
Type: 
Activity: 

SKILLS 

Primary: 
Intermediate 



Bell end Howell Ringmaster Viewer/Projector 
Use end prepere slid.- program from DoDDS - Film/Video Lib- 
rary. 

1. Continuation of October Program. 
1. Continuation of October Program. 
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NOVEMBER 




Monday 


Tuesday 


Wednesday 


Thursday 


Friday 
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NOTE: All page numbers refer to the MC Handbook. 

I. BUDGET ALLOCATION 

A. The Media Center Aide needs to be aware of how money It allocated to 
the Media Center and how this money should be spent. Recommendations 
ate made on page 63 of the HC Handbook. 

B. The aide needs to ask the principal for the actual dollar amount. 

II. SELECTION OF MATERIALS 

A. The selection of materials Is an Important job of the aide. See pages 
7-10 of the MC Handbook. Teacher and student Input canno*. be over em- 
phasized. 

B. A Consideration File or v?nt list Is an essential Media Center Resource. 
See pages 10-11 of the MC Handbovk 

III. ORDERING OF >tATERlALS 

A. Since ordering of media materials Is a complex procedure, aec your 
Surply Clerk for PS Manual 4100.2 and Instructions. 

B. If these Instructions are not availalbe, all Regional Media Coordina- 
tor. 



IV. ORDERING OF FILM/VIDEO 



*. nib.* and videotapes a, e provided from a central depository In Frank- 
furt. See D ojgj Film Video Library Catalog, DSC Manual 2939.3 rebruary , 
1983 for titles and summaries. Ordering Information and deadlines are 
also Included In this publication. 

B. If you have questions, call the Film Video Library at (ETS 320) 2311- 
8165. 

V. REMINDER : FILM ORDERS FOR THE 3RD QUARTER ARE DUE IN DECEMBER . 



RESOURCES 



Carle, Eric 
Grimm, Brothers 
Grimm, Brothers 
Lobel, Arnold 
Marshall, James 



The Very Hungry 
Caterpillar 

The Bremen Town 
Musicians 

Frog Prince 



Frog and Toad 
All Year 



Philomel 



Troll 

(or any ed.) 
Troll 

(or any ed.) 
Harper -Rov 



1969 
1979 
1979 
19?6 



George and Martha Hough ton-Mlf t lln 1*72 
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DAZZLING DATES AND DISPLAYS 



Special Days: - Hanukkah 

6th - St. Nicholas Day 
22nd - Winter Begins; the longest nignt 

Crazy Celebrations: 

How i,ong is Long? 

Activity: Ask teachers to hold a "long" contest in their classroom 



to 


measure: 




1) 


the 


longest 


1st name 


2) 


the 


longest 


last name 


3) 


the 


longest 


eyelashes (f^ 


4) 


the 


longest 


foot \i 


5) 


rhe 


longest 


finger 


6) 


the 


longest 


hair 


7) 


thG 


longest standing jump 


8) 


the 


longest 


running jump 


9) 


the 


longest 


arii. 


10) 


the 


lcngeat 


(you think of on*) 



cV«*J 



Bulletin Board: 

Title: 



What Is the Longest?" 
Record on a bulletin board using cut out shapes of each, 

e.g. longest eyelashes, longest foot, longest arm, fingers, 
h«lr, pencil, broadjumplng , longest first name, longest 
last name. etc. 
Display examples from the Guineas Book c_ 
the bulletin board. 



World Records on 



STORYTELL 
Ac^ 



Easel Story 

Technique: Use two short picture books, ready for discard (follow 
standard salvage procedures) . 

1) Glue each page to an appropriate size card board. 

2) Glue accompanying text on back. 

3) Laminate. 

4) Cut triangular pieces out of cardboard to glue to mount- 
ed picture for a stand. 

5) Laminate triangular piece snd glue to back of mounted 
picture so the picture will stand up. 

6) A* you tell the story, stand each picture on a shelf 
laid across two upended wastebaskets which serve as a 
small stage . 




EQUIPMENT 



Video player and/or recorder. 
Playback 3/4" or 1/2" or both. 



Example - Christmas Cartoon. 



SKILLS 



Primary: 



Intermediate : 



Introduction to the holiday books such as stories of holi- 
days (Dr. Seuss' How the Grlnch Stole Christma s) as well 
as activities and costumes. 

Introduction to the holldsy books with emphasis on activi- 
ties, customs, etc. as well as costumes and stories. (I.e. 
Days We Celebrate ) . 
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Monday 


Tuesday 


Y/e&nesday 


Thursday 


Friday 










































: 
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2ND QUARTER 



NOTE: All page numbers refsr to ths MC Handbook 



I. BUDGET ALLOCATION 

A. The Medle Center Aide needs to be evere of hov money it allocstcd to 
the Kedle Center end how this money should be epent. Recooosendetlone 
ere made on page 63 of the MC Handbook. 

Bo The elde neede to eek the prlnclpel for tho actual doller amount. 



II. SELECTION OF MATERIALS 

A. The eelectlon of materlale Ik an important job of the aide. See pagee 
7-10 of the MC Handbook. Teacher and student Input cannot be over em- 
pheelzea. 

B. A Consideration Pile or vent llet le en eesentlel Medie Center Resource 
See pagee 10-11 of the MC Handbook. 



III. ORDERING OP MATERIALS 

A. Since ordering of aedle meterlele le a complex procedure, eee your 
Supply Clerk for PS Manual 4100.2 and Instructions . 

B. If these Instructions srs not avallelbe, cell Regional Media Coordina- 
tor. 



IV. ORDERING OP PILM/VIDEO 

A. Pilms and video tepee are provided from e centrel depoeltory in Frank - 
furt. See Do DPS File Video Library Catalog, DSC Manual 2939.3 February 
1985 for tltlee end summaries. Ordering information and dssdllnr* are 
also Included In thle publication. 

B. If you heve queetione, cell the Film Vldso Library it (ETS 320) 2311- 
8165. 



V. REMINDER : FILM ORDERS FOR THE 3RD QUARTER ARE DUE IN DECEMBER. 



****************** 
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DAZZLING DATES AND Dlbr LhYS 



Special Days: 1st - New Years Day 

15th - Martin Luther King's Birthday 

16th - National Do Nothing Day ^ 
22nd - First Novel The Power of Sympathy published in Ame 

r:ca, 1789 
23rd - Nationa' Handwriting Day 
27th - Mozart's Birthday 

Crazy Celebrations: 

National Do Nothing Day : 




Activity: Have itudenti create a booklet of 100 things you can do 
with nothing. Examples: watch grass grow, blow air 
around, watch time fly . . . j^^J^^^i^ 

Bulletin Board: 

Title: "National Do Nothing Day" 

Hake a Graf fit tiboatU of white butcher papsr. 

Draw a broken clonk at the top. 

Students writs their suggestions on how to cslebrate the 
day. 

STORYTELLING 

Activity: Transparency-Puppets 

Materials: Overhead transparency, overhead pena 

Technique: Method 1 - Make transparent figures of characters from a 
book pegs 28 - Media's First Act . 
Tell atory and manipulate figures of The Moon 
Man ; The Bear On Ths Motorcycls ; The Bear 'a 
Bicycle . 

Method 2 - Make transparencies froa a plctjrs book by mak- 
ing a blackllne copy of illustrations on 
copy machine and then usa ths tharmr to get 
a transparency. 
Mount in frames. 

Method 3 - Draw on transparencies to illustrate story. 

Suggested Stories: The Bi£ Wave; Jack and the Beanstalk ; Nate the 
Great ; Harold and the Purple Crayon . 

EQUIPMENT 

Cassette recorder and overhead, p. 5-10 (Good Apple O / 
Make a sout.d transparency to correlate with biography skills, e.g. 
transparency of person with a cassette tape. 

SKILLS 

Primary: 1. Introduction to Biography. 

2. Distinguish Biography from Collective Biography, e.g. 
biography of Mozart, collective biography, volume of 
biographies of U.S. presidents. 

Intermediate: 1. Introduction to Biography 

A) Biography 

B) Autobiography 

C) Collectlvs biography 

2. Encyclopedia usage - beginning of teaching reference 
skills 
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Monday 


Tuesday 


Y/ednesday 


Thursday 


Friday 
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2ND QUARTER 



NOTE: All page number* refer to the MC Handbook 



I. BUDGET ALLOCATION 

A. The Meiie Cezltz Alee zttis :j be iwaw of how aonay li allocated to 
th* Xeiia Ctzztv *zi hew this soney shoi d be spent. Recommendations 
are made on page 63 of the MC Handbook. 

B. The alee needs to ask tha principal for tne actual dollar amount. 



II. SELECTION OF MATERIALS 

A. Tha aelactlon of materials Is an important job of the aide. Sea pages 
7-10 of the MC Handbook. Teacher and atudent Input cannot be over em- 
phasized. 

B. A Consideration Tile or want Hat Is an essential Media Center Resource. 
Se« pages 10-11 of the MC Handbook. 



IXI. ORDERING OF MATERIALS 

A. Since ordering of media materials Is a complex procedure, see your 
Supply Clerk for PS Manuel 4100.2 end Instructions. 

B. If these instructions are not availalbe, cell Regional Media Coordina- 
tor. 



IV. ORDERING OF FILM/VIDEO 

A. Films and videotapes ere provided from e central depository i n Frank- 
furt. See Do DPS Film Video Library Catalog, DSC Manual 2939.3 February , 
1983 for titles end summaries. Ordering information and deadlines are 
also included in this publication. 

B. If you have questions, cell the Film Video Library st (ETS 320) 2311- 
8165. 



V. REMINDER : FILM ORDERS FOR THE 3RD QUARTER >RE DUE IN DECEMBER. 




ERIC 
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Fadlman, Clifton 

Jacobs, Joseph 

Johnson, Crockltt 

MCLeod, Emille 
Myrer, Anton 
Sharmat, Marjorie 
Ungerer, Torn! 



World Treasury of Little Broun 
Children's Lltera- 

tuti ("Bear on the 
Mocorcycl*) 



Jack and the 
Beanstalk 

Herol* and the 
Purple Crayon 



H.Z. Valck 
Harper -Rov 



The Bear's Bicycle Little Brovm 

The Big Wave Berkley 

Nate the Great Troll 

The Moon Man Harper-Row 





1984 

1975 

1958 

1975 
1981 
1979 
1967 
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COPY AVAILABLE 




DATES AND DISPLAYS 



12th 
14th 
20th 
22nd 
22nd 
22nd 
29th 



Croundhog's Day 

Weatherman's Day - John Jeffries - 1st U.S. weather- 
man, 1774 

Abraham Lincoln's Birthday 
Valentine *a Day 
John Clenn Day 

George Washington's Birthday 
Chinese Nev Year 
Black History Week 
Leap Year 




Crazy Celebrations 
Groundhog Day 
Activity: 



Dry : 



Bulletin Board: 

Title: 




Read stories about groundhogs 

Studerts write stories of their groundhog's adventures and 
If he aaw his shadow. 




Have a school -wide Patriotic Sing Day .J 
Invite a military honor guard to ralae the flag and aay 
pledge. 

Have everyone wear red, white and blue. 

Play patriotic aongs in the madia center as background mu- 
sic during the week. 



Blue, White and Red All Over' 1 
Make a display of favorite books spotlighting events that 
com in February. 



Technique . 



Shadow Play 

1. large vhlte bedsheet suspended ao that It forms a acreen 
between the audience snd the actors 

2. one or two bright lights - overhead projector can be 
used as light source 

3. a stjry and necessary propa 

Tell ths story while selected children set it out In the 
back of ."he sheet. Only the it shadows will be seen. 

Suggested Stories: Stone Soup ; Mother , Mothe r, I Feel Sick , Send For 

Jhe Doctor Quick , Qu ick , Ojjlck; The T h ree Robbers (Ungerer) ; 
and Peter Rabbit . 

E QUIP? i£N T 

Cassette recorder and fllmstrlp projector* p. 27*31 (Cood Apple Guide) 
Hake a sound fllmstrlp example combined with patriotic project - his- 
tory of American Flag or flags of different countries. 



Pr Iraary : 



Inter^dlate . 



ER1C30 




Introduction to Fairy Tales - read fairy tales snd folk 
tales, with students producing book of fslry tales. 

1. Kinds of fiction 

2 Fairy tsles - ^ntroduct lo.i and readlnJt e' fairy tales 

3 References - atlases, globes snd slmanacs 



FEBRUARY 




Monday 


Tuesday 


Wednesday 


Thursday 


Friday 
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3RD QUARTER 



NOTE: All page numbers refer to the MC Handbook. 



I. BLfDCET FORECASTING 

A. It is important what your Media Center needs— books, equipment, furni- 
ture, etc. See page 63 of the MC Handbook. 

B. Compile needs assessment list. 



II. REMINDER : FILM ORDERS FOR THE 4TU QUARTER ARE DUE IN FEBRUARY 



RPSOURCES 



Brown, Marcia 



Charllp , Ren/ & 
Supree, Burton 

Potter, Beatrix 



Stone Soup 



Mother, Mother, I 
Feel Sick... 

Tale of Peter 

Robbit 



Scribner 
(or any ed.) 

Pour Winds 



Troll 

(or any ed.) 



1947 

1966, 1<>80 
1979 



Ungerer, Tami 



The Three Robbers Atheneum 



1962 



ERIC 
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DAZZLING DATES AND DISPLAYS 




Special Days: 1st WK - National Aardvsrk Week 

3rd - Hlna-Matsutl - Girl's Doll Feetivsl In Japan 

7th - Arbor Day 
11th - Johnny Apple seed Day 
17th - St. Patrick** Day 

19'h - Swallows Return to the Mlaalon of San Juan Cspi*.- 
trano 

21st - First Day of Spring 
30th - Doctor' a Day 

Crazy Celebrations: 

National Aardvark Week : 

Activity: Create an aardvark ABC Book or ailly sentence book. 

Example: Aardvark ABC - Adas Aardvark accoats ants, 
Adas Aardvark analyzes anta, Betty Aardvark builds 
bridges. 

Doll Festival:' 

Studentf and ataff bring In dolla for display. 
Each doll Is labeled to explain the type of doll or aome 

little bit of Information about the doll. 
Have a doll contest. 

Give prizes for: beat loved, cutest, newest, beat dressed, 

etc. 

Bulletin Board: 

Title: "Oh You Beautiful Doll" 

Hake a list of fsmous dolls, exsmples: Cabbage Patch Dolls, 
Raggetty Ann, Cuple Dolls, Barbie, etc. Dlsplsy books 
about dolla. 




STORYTELLING 
Activity: 
Materials; 



Magnetic Board Story 

1. Illustrations of stories; i.e. pictures from magazines, 
discarded books, or duplies ted copy of lllustrstlons 
run-off on s copy machine 

2. magneta - kitchen variety or magnetic atrips 

3. magnetic bosrd or st sinless steel cookie sheet 

Technique: Clue magnets to bsck of story illustrations 

As you tell the story, plsce the pictures on the magnetic 
board . 

Suggested Stories: Clngerbresd Boy ; Curious George , snd folk snd 
fslry tsles. 



EQUIPMENT 



Bell snd Howell Ringmaster aound alide viewer/projector 
Make a aound slide, use csmers to photogrsph dolls and have each child 
record three sentences sbout their doll, plsy it in the medis center. 



SKILLS 



Prioary: 1. Cenersl introduction to science books 

2. Select aclence areaa according to claaaroom activitiea 

3. Introduction to perlodlcala (magazinea) and bo* to uae 
them 

intermediate: 1. Same as Primary (aclence and nature booka) 
2. Introduction to perlodlcala (magazines) 



ERLC 
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MARCH 



Monday 



Tuesday 



Yfednesday 



Thursday 



Friday 
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NOTE: All page number* refer to the MC Handbook* 



I. BUDGET FORECASTING 



A* It Is Important whet your Media Center needs — books* equipment, furnl 

ture, etc. See page 63 of the MC Handbook. 
B. Compile needs assessment lift. 



II. REMIWDER : FILM ORDERS FOR THE 4TH QUARTER ARE DUE IN FEBRUARY 




RESOURCES 



Gal done, Paul 



Rey, H.A. 



Gingerbread Boy 
Curious George 




Houghton-Mlf flin 1975 
(or any ed.) 

Houghton-Mlfflln 1941 



o 3ti 
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DAZZLING DATES AMD DISPLAYS 
Special Days 



1st 
6 th 
16 th 
18th 
3rd WK 
22nd 
Caster 



Crazy Celebrations: 
Backwards Day : 



April Fool's Day 

Admiral Robert E. Perry discovered the North Pole 
Wilbur Wright's Birthday 
Paul Revere' s Ride, 1776 
Bicycle Safety Week 
Earth Day - World Ecology Day 

First Full Moon That Falls On or After March 21st 




Activity: Students, teachers and staff wear something backwards or 
"mis-matched - such as colored shoes or socks or vear 
shirt backwards. 
Have students give directions for doing something back- 
wards. Example: Give directions for making a peanut 
butter sandwich or tying shoes backwards. 
Have students say: the alphabet backwards* their phone 

number backwards or spell their names backwards. 
Have a backwards spelling bes (all voids spellsd backwards) . 

Bulletin Board: 

Title: "Baffling Backward Books" 
Display book jackets with titles covered. 
Rewrite the title backwards on the cover. 
Students can guess the correct title and lift the cover 
to check their guess. 

STORYTELLING 

Activity: Use a cassette recorder to record a story on tape. 

Technique: As you play the tape, act out the story. 

Suggested Stories: Caps For Sale or Rump lest 11 tskin . 

EQUIPMENT 

Video cassette recorder with video camera. 
Make video tape to correlate with pantomime storytelling. 




SKILLS 



Primary: 



Intermediate : 




1. Career Education books 

2. Introduction to the "I want to be" series ( these arc 
books on community helpers) 

1. Introduce non-fiction books 

A. History (Geography, travel, etc.) 

B. Ecology, etc, 

2. Introduce specialized fiction - mystery, science fic- 
tion, etc. 
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APRIL 




Monday 


Tuesday 


Yfednesday 


Thursday 


Friday 





















































39 



DAZZLING DATES AND DISPLAYS 
Special Days 





1st 

3rd 
5 th 
5th 
2rl Su 
Mid May 
16th 
16th 



Hay Day 

Sun Day - promoting aolar energy 
Tsngo-no-Sekku- Jepencee Boy* a Feetlvel 
Clnco de Kayo 
Mother* a Day 
National Pickle Week 
Congreaa authorlted 1st 5c coin, 1866 
Jumping Frog Jublles in Calavaraa County, Csllforr.* 




Crazy Celebrations 
Frog Day : 
Activity 



Make origami frogs for races. 
Discover the differences between frogs wnd toad*. 
Make frog and toad treata: rica krlsple treata for toads, 
and line jello for froga 

Bullstln Board: 

Titles: "Leap into Literature" or "Hop into Hiatory" or 
"Jump into Jingles" 

For each of these uaa: booV. jackets of etorlea, book jacketa 
of historical events, or book jacketa on poetry and rhymes. 
National Pickle Week ; 

Activity: Hake a Pickle recipe book. 

Have a pickle-testing party. 

Have atudenta writ* atorles on how pickles got their bumpa. 
Bulletin Board: 

Title: "Pickle Perfect Hooka" ■ 

Display books on thlnga that grow: food, planta, trees or 
flowers . 

Offer nutritional anacka auch aa cheese , pickles, olives, 
crackers. 

STORY" \LING 

Activity: Reader'a Theatre 

Materials: copy of story for each child who will participate 
Technique: Rewrite a simple atory as s script with nsrrstion snd dia- 



logue. No props are neceseery. 
res' each part aa a chorus. 



Have several children 



Suggested Stories: Are Tou Mjr Mother ?; The Three Pigs ; The Three 
Billy Coats Gruff ; or Million s of Cata. 



EQUIPMENT 



Opaque or overhead - enlarge for bulletin board, murals or wall 
plaques - aee pftgee 11-18 and 19-22 (Good Apple Guide). 



SKILLo 



Primary: 



Review of all skills 

2. Introduction to new booka and materials 

3. Suggestions from atudenta - a "went-liet M to include 
books, films trips, activity ideas, etc. 

Intermedlste: 1. Review of sll skills 

2. Introduction to new ?>aterlsls 

3. Student input for new llbrsry books snd mateilala 
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MAY 




Monday 


Tuesday 


Wednesday 


Thursday 


Friday 
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4TH QUARTER 



NOTE: All page numbers refer to the MC Handbook. 



I. ANNUAL INVENTORY 

A. MC Annual Report Forms are sent to your school each Spring by the Re- 
gional Media Coordinator. 

B. Prior reports should be on file in the principal's office for your re- 
ference. See MC Handbook, page 46. 



II. YEAR-END CLOSING ^ACTIVITIES 

A. Return all materlsls to the media center. 

B. Annual inventories of print bnd non-print, equipment, furniture, fix- 
tures, and maintenance needs. 

C. Present a closlnj schedule to your administrators and staff. This in- 
cludes: last day for student use, last dsy for student check-out, last 
day for staff use, last day for AV use. 

D. Consider applying for summer workshops. 



III. REMINDER : FILM ORDERS FOR FOLLOWINC SCHOOL YEAR ARE DUE TN JUNE. 




RESOURCES 





^960 



Gag, Wanda 



Millions of Cats 



Coward 



Ilia 



Caldcne, Paul 



The Three Billy 



Seabury 

(or any e<J.) 



1973 



Caldcne, Paul 



The Three Pi gs 



Seabury 

(or any sd.^ 



1570 



DAZZLING DATES AND DISPLAYS 

Special Days: 5th - Wor'd Environment Day 
14th - Flag Day 
3rd ',u - Father* a Day 
21$t - Sumner Begins 
2 let - National Ton Sawyer Week 

Crazy Celebrations: 

National Tom Sawyer Week : 




Activity: Sponsor « Tom Sawyer picnic. 

Students may dress like Tom Sawyer. 
Play genes for prices. 

Make a "vhlte-wssh" picture: children draw a picture using 
crayons and white-wash ths picture with white poater 
•paint. 

Have a raft-building contest. 

Students can construct rafts from popalcle stlcke, tooth- 

plcke, wood* etc. 
hake a list of famous "Toms", such as Tom, Tom, the piper 1 
eon, Tom Thumb, Tom Edlaon, Tom and Jerry, or Tom Turkey 
Bulletin Board: 

Title: Tom* a Tour a" 

Have students make a collage of place? they ve been or are 

going for the aummer. 
Use drawings, picture cut outa, travel poatara and photos. 
Display booka on travel and countries. 




STORYTELLING 
Activity: 
Haterlala: 



Paper folding 

1 pair aclssors 

1 sheet of 24" X 10" paper 




Technique: While telling atory the narrator Is cutting the atrip of 
paper. The object cut provldea the aurpriae ending for 
the etory. 



Source : 
EQUIPMENT 



Elementary School Resource Kit , p. 242. 



Call all equipment Into the media center, Inventory It, clean It, and 
aend to repair or atore It for the aummer vacation period. 



SKILLS 



Primary: 
Intermediate: 



Summer program introduction 



Inventory and ahelvlng procedures 
Summer progrsm Introduction 
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4TH QUARTER 



NOTE; All page number a refer to 



I. 



ANNUAL INVENTORY 



the MC Handbook. 




A. MC Annual Report Forma ara aent to your rchool each Spring by the Re- 
gional Media Coordinator. 

B. Prior reporta ahoutd be on flic In the prlnclpal*a office for your re- - 
ference. See MC Handbook* page 46. 

II. YEAR-END CLOS INC .ACI I VI TIES 

/.. Return all water lala to the aedla center. 

B. Annual Inventories of print and non-print, equipment, furniture, fix- 
tures, and maintenance needa. 

C. Preaent a doting achedule to your administrators and ctaff. Thla In- 
cludes: laat dsy for atude.it use, last day for atudent check-out, last 
day for ataff use, last day for AV use. 

D. Consider applying for summer vorkahopa. 

III. REMINDER ; FILM ORDERS FOR FOLLOWING SCHOOL YEAR ARE DUE IN JUNE. 
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Gloria Green, Bueren ES 
Mary Sparks, Butzbach ES 
Kfarge Wells, Darmstadt MS 
Mary Cramer, DoDDS-Germany 
Bill Strabala, Fulda HS 
Kathleen Ulrich, Hainerberg ES 
Sharlya Gold, Hanau Argonner ES 
Elke Scheller, Memmi ngen ES 
Patricia Degen, Raiustein JHS 
Judy Schuh, Rams te in JHS 
Cheryl Griffin, Rhein Main ES 
Jeanette Melder, Strullendorf ES 

e^s> 
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IMPORTANT NAMES AND NUMBERS 

Media Coordinators Military 23^3-3096 

Fred Welch Civilian 06121-6S299 
Mary Cramer 

Film Video Library Military 2311 (ETS 320) 8165 

Closest school 
name 



Military 
Civilian 



Closest Media Specialist 
name 



Military^ 
Civilian 



Base/Post/Special Services Library 
Librarian's name 

Military 
Cililian 
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